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Zxpense Allpsancs
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To 1dentify expensas eligidle for payncn#

accoutt. !

i
! out of the expense allowance

|

7o establish procedures for the account ng and payment of eligible

eryenses.
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Tach year, the Budget and Research Dep éincnt wvill include in each

derartzect’'s dudget the amount specifi
expense allovance, - ?

Departaent neads are exﬁected to be co

by the City Manager for the

ervative in their use of the

exrense allovance, as if such exgenditures were being paid by

thensalves,

The Ci27 Manager's Office vill revie

The Finance Department will be respaqsi%

departuent heads for the reiabursement
Sy the City Manager's Office. i
|

igible Excenses

- |
Generally, departament heads will bde
the expense allowvance.

judge=ent. The fol.:vi
corsilered eligibla:

(1) Business meseting expénse to incldde?metls. entertaiment

and other facidental costs fncurr
Ctty business.

, i
(2) Qut of poclat expensés associated vith ext
professional davelopzent efforts conducted

departoects as s peans te
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¥ expense zllowance expenditures
to dezernine aligidilicy for paymcntsb;r

the City.

le for issuing checks to the
rf those expenditures approved

éivgn sone latitude in the use of

They are expected to keep 1in mind that public
zonies are being used, and at all tiages!

jexercise discretion and good

og droad categories of expense will be

4

» tips,

ed in the course of conducting

Ta training or
by individual

izprove operational effectiveness.
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(1) Incidencsl exdensas Zncurred iu the process of recruiting new
' eaplcyees for the City, such as peals. entertainzent, and
associated expeanses. I

(4) Miscellaneous expenses desxed apbfop:iate by the department head.

While the general rule is to allow dezartaent heads some flexibility
{2 :ha usa cf tha expense allowance, the following expenditures ace

expressly prohibited:

(1) Expenditures aligible for payment out of another budgeted line
{iteas,

(2) Purchase of coecmodities, services, or equipment disapproved

through the normal budget preparation and/or administration
process,

(3) Any activity that would ba in conflict with the Ci{ty Charter or
jtata or Federal law, ]

b4, Relmburse:eut Procedures

3. Payent 3f alizitis expense vill be handled on a reimbursement

C.

basis.” Al the era of 2ach zonth, department heads will submit the
following to the Cit7 anager's Office for reviev.

(1) A completed "Request for Payment and Voucher Payvable” form. The

total axpense allovance budget and the total amount paid to date
should ba indicated on this fan.

(2) Receipts for all {tems over $10 for vhich reimbursement is being
requested,

(3) A complated "Itemization of Expense Allowance™ form. The
Justification Section of this foras should detail the purpose of

the expenditure, people present, and the general nature of ‘the
City business conducted.

The request for reimbursement will be reviewed by the Manager's

Office and thea forwarded to the Finance Department for payment of
expenses found allowadble. |

The Finance Department will {ssue s check to the department head and
ctarze the amount 0 the Expense Allovance account.

Thonmas E. Huedner
City Manager
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Dated:! June 30, 1980




